Appendi x 4
SAMPLE MEMORANDUM
RESULTS OF ANNUAL SECURI TI ES | NVENTORY
VEMORANDUM FOR: , Director, Ofice of Finance and
Accounting, AF
oR

, Director, Regional Accounting Division
FROM
SUBJECT: Annual Inventory of Securities Held in Safekeeping

In accordance with HUD Policy an annual inventory of securities held

i n saf ekeepi ng was conpl eted on , for the period ended
(Dat e)

(Mont h/ Year)
The inventory disclosed the foll ow ng:
a. Al securities listed on the attached register are
accounted for, and records of receipts and shipments

are in good order.

b. Securities are lost, mssing or unaccounted for.
Identification of these securities are as foll ows:

TYPE  SERI AL NUMBER AMOUNT DATE OF RECEI PT DESCRI PTI ON
(I'f "b." is checked, include statement of actions taken to |ocate and

recover securities, and plans for further action if recovery is not
acconpl i shed.)
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